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How does a Regional Administrator 
download a Membership List? 
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Once logged into the database, select ‘Region’ and type in the name of the region 

you are looking for and select it from the drop down menu.  

 
 

 

 

You will then be led to the below screen where you will need to select the ‘Club 

list’ tab. 

 

 
 

 

To get a list of members attached to a specific club and also linked to a region, do the following steps. 

If you want an entire membership list for your region click on the members tab shown below next to the 
“Club List” tab and follow steps 4-6. If you are wanting member lists from a specific club follow the steps 
below. 
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The ‘club list’ tab will then bring you to the below screen. From here you will to 

select your club by clicking on its name. 

 

 
 

 

You will then be led to this page, where you will then need to click on the ‘Members’ tab.  
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You will then be given a full list of members. You can alter which members you 

want to see and download by clicking on the following buttons at the bottom of 

the page. 

 Show all members 

 Show approved members 

 Show pending members 

 Show incomplete members 

 Show lapsed members 

 

 
 

The To export the members list, hover over the bottom right-hand side of the 

table, to display the download options as below.  

 

 
 

Then select whether you would like to download the members listing as a CSV or 

XLS file. The download will begin shortly. You can open this spreadsheet in excel 

and view your members details. 
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